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OFFICE OF TRAINING REGULATION NO, 25=5 , 9 July 1954 


SUBJECT: PROCEDURES FOR DISPATCH OF TRAINING MATERIALS FOR USE 
OVERSEAS BY OTR PERSONNEL 


i. POLICY 


The following policies shall govern the dispatch of training 
materials for use by OTR instructors scheduled for TDY assignments overseas: 


a, Training materials desired by individual instructors shall 
bs kept to a minimum congonant with needs of the training program, 


b, All training materials for dispatch to the field shall be 
appropriately sterilized, 


c, No training materials shall ve dispatched to the field without 
security approval 


ae d. Training materials, except as hereinafter noted, shall be 
returned to headquarters upon completion of the training program, 


2, RESPONSIBILITIES 
ie a, Individual instructors are responsible for assembling, 
ia and requesting dispatch of training materials to the 
jeld, 
b. The Research and Development Branch, Plans and Research 
Sterf (RDB/FRS/TR) is responsible for review and processing such 
training materials, and providing guidance on sterilization, 
3. PROCEDURES 
a, Instructors proceeding overseas on TDY assignments wills 


. (2) Assemble and sterilize training materlals required. for 


. instructional purposes. These may include lectures 5 notes, films, 


“publications, graphie aids, ete, 


aye ais 
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(2) Forward training materials with covering memorandum to 
RDB/FRS/TR stating proposed use of the materiale (e.g., background 
information for instructor's use only, handout to be retained by 
trainees, etc.), 


(3) Insure that training materials reach RDB/PRS/TR not later 
than five weeks prior to date of intended use in the field, 


Lo (4) Request field station personnel to return training 
| materials to OTR through channels. 


b. RDB/PRS/TR wills ° 
| (1) Provide guidance to instructors on sterilization of 
training mterials, . 


(2) Sereen training materials for sensitivity and adequate 
sterilization, 


(3) Obtain security approvaa| sid | 25X11 


we 
_ (4) Recommend to the Director of Training release of training 
\—" materials to the area branch for dispateh overeeas, 


we (5) Insure that training mterials reach the area braneh 
cat ae than four weeks prior to date of intended use in the 
Gld, : : 


25X1 


AAT Toe 5 
Director of Training 
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SUBJECT: ESTABLISHMENT OF POLICY, PROGRAM, HECPONSIBD. criss, 
PROCETURE* FOR TRAINING EVALUATIONS | 


.20Ty 
Petia 


i, DPyrpese 


The primary purpose of the Training Praluation Prepema a te 
produce systematic, objective and cemplete reports consermning ties work 
accomplished by students and personality factors and camputence ovidarced 


chap training. : 
2. Sgneral Poller 


Training evaluations will be required ae a part of VEL innt: 
tien piven by or paid fer by the Central Intelligence Agency, wiothar 
group er tutorial, and whether internal er externuel te the Agumere., 
Exceptions may be made im specifie ceases oniy by the Mreetor of Trdrine, 
Inetructore will previde evaluations of the students in their vlagmes tn 
accordance with standards to te established, 


Miia: - 


3, Profested Training Evaluation Pracren 


; To ensure the development of a meaningful treining eveluaior 
pregran which {a) provides agcurate information in a menner moet. vuaaty? 
te consumers and (b) avoids misiaterpretaticns whieh aight prove unnesie 
sarily prejucicial to the stu“ent, tho following program will ba. ingiietes: 


Prineiples end prevedures will be formulated governing - 
training evaluations in sll coupacs of instruction. 


Re 


« 


b, Evaluation techniques and proeweduves enoodfie te tlm 
Raecs of each course will be develored, Within the 
possibilities offered by esch course, thia wilt inceliwe 
the development and anplicsticona of teuhniquer “or oh- 
servation and measurement of sipnificant parsonalicy 
characteristics and traita, 


A rrogran to teat infivieusisa before entering a training 


C. 
course will be developed and operated to permit evaluation 
of the studeat's aecomplishrente in terms of his eapabllitiee . + 
attitudes and interest,., 
Son Re Eenlk 
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d, Procedures to ensure most ef “isient methods of Pepa tt ng 
student achievements, behavior, and personality chars. 
istics, including review of seporta and aisaaninatd: 
eppropriate individusis, will be prepared and ort dx 
effect, These will ‘inelude: 


_ {1} Reporting of routine or stescard evalustions. 


(2) Identifying and reporting special probless and 
special talents while individuals aro in training 


é, .Specie#l research projfeeta will be conducted te snare 
rarinun ugefulnage of training evaluationa te all voneexned., 


4, Responsibilities 


e. * - 4 Each Divielon and Branch of the Office of Training will be 
4 responsible fos carrying out these portions of the Training 
Evaluation Program which ave related to its training cpars- 
a _ tions, Thie will inelude initiating eontast with the 
: Acsesament, and Sveluetion Staff whon new courses are planned 


or courses are Ghanred eo thet plans for ay chances ix teedn- 
; ing evaluations mey be mede, 
~ The steff of instructore in each course has the regronaibi lit: . 
Tor evaluating siudente and carrying out acy epoekal urees oe 
ei cevelopad for ea partieular course. The Agsaazmnant and Evalue. 
tion Staff and the Inetractianal Staffa will ssoperate in 
developing the specific proceedures and tuahniqasa age! dn 
evaluation, 
«, The Aasegoment and Dmluation Staff will be rosponalbla Pass 

(1) Engt2ating the Training Bvaluation Frogres ; 

. Geurse in ectorfanéa with priorififer astus 
the Dinseter of Training. 

{2} Developing the Training Sveluation Freagran dn 
saspavation with course inetruetore through worlulwns 
and wther means, 

(3) Enewting thet the Program is gut inte eperation mv 

| thet. 1% continues to operate effeetivaly. 
| ; : 
; 
| (4) Apolying the results of the Asseesmant and Jweluatd ow 
pra-training testing program to the evalustion 0° the 
student, | 
ogee 
y ; 
L | S-E-G-R-E-E 
L. 
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(5) Inplementing and coordinating research relatis: 
to the Training Wwoaluation Program. 


5. Preveduveg 


a, To carry out the Training Byeluetion Progrant, manbera 
of the Agsesanent and valuation Sbaff will sees WEEE 
course ingtructers or ethers responsible far ecurse ; 
ning in conferences ct workehope to develop evaluatic 
procedures determined to bs applfeable to the eouran j5 
such aress as knowledge, skille, sttitudes and exaone Ld ty 
characterisiica, 


or 
& 


Until joint eenferences or workshops are held, the 
Training Evaluetion Report form will be feveleped tyr 
course instructors. These reports will be prepared o:: 
letteresise paper and will be uniform with reapset ta 
headings, minimum Sontent, end adjactival ratduge syeten 
used, 


©, Until these Joint conferences or workehipa are held, ths 
instructors will contirme to comment upon persenality 
characterleties, but ne methods for systemetically retinas 
e and reporting in this erea will be developed, 


6. Diesemination of Treiniar Evaluation Renorta 
soa &, Standard Reporte 


(1) Traindag ovaluatdon Reports will be filled out ty: 
quadruplicate and transmitted to the Assessneurt eeu 
ivelunbion Staff by the Chief Instructor, For 

| . stadente who withdrav from the course, the Tras 

ing ESvaluetion Report form will be transmitted 

& netation ef the resaen for iithcravel, 


{2}, Traantag Eveluotfon Sransh will review reports Tun 
conformity with Offlee of Training polieles 5 prince 
Pow clarity, and fer coordinatifon with pelea ex amb. 
gaquent training eveluation, 


(3) Ju separete memoranda, the Arseganen’ ord Ovadiaah 
Stal? uhh ad4 inforration bessd en inferrstdon in 
Pilea, whenever eprropriate. 


(4) Ths Asseaament and Bvaluation Staff will dietrtinrts 
copies of the Training Graluation Rapert,, and wher 
epprorrlate, the rereranda, as follows: 
= {a} To mjor orgonisational components of the Amuney, 
7 ; through Training Officers, or Training Liaisen Off cers 
Lae, 


SaBGerRan Bion or hanes 


a hs Ab as SE 
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{ob} fo Assistant Risecter (Persennel) through 


appropriate 


offfieials ineluding the Dieter 


af Trainty Se 


Sach Chin’ Tneteuetee 


¥ dh yes Fst yeas, Py POPE cas 
io} To the Qerlatrar, Office of Training 
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Will report to the Assasaiant and 


“raluation ‘hat? 


of the OfMes of Training the progres 23 


of (1) eny crrg 


ve of Training stay? 


member and (2) any 


student who is in danger of fatling or whe ghows giens 
o emotional disturbance, Spseial reports on Offies a 
“raining staff! nambers whose vork fe on the average 7 
Vaan orpelian® will be made in time to take any naces 
: corrective action, Reports on studente tn danger af 
falling or who show signs of ametfonal disturbanse sh 
be made as soon as these conditions are detected, Fa 
on these atadents will inelade « statement of what has 
been said to tha shocant about hie DC EPES., —e* 


T, Frovidine state: uf ts aed tl ecta you 2 : 
ifevidineg cuudente wile infornetion on Procress in rain 


‘ Chia’ Instenctare a es ‘ : 

Ghia! Insteuctere sheuld invern students by veburadas weilsccn 

; erat et vt. i. cy Sele ian ¥ @h ome ve! sins one ee st a 
Werk sed throvph Oaferuat corte: 


er 
aoe 


aces of the progreaas they are zz 


to pays 4 sense ayn % oye f t a 
int aohieving the goals of the cour Thig coma not require thet 
etuéent be shem the Training ov Hepat 
ess ae rs 
&, Yue of Assessment and Beduation Psvehelestaal ser 
wed fh SERGESUO: aod Ueeluaticn Psvebologiea? Jerrlasa 
| fib 
ast 


percha aries) orebloms 
ne wath stedenie vio ax 
aon baecthe , 


uf oF Ge engy snd pve, 
idaf inatynetore are enceure rad te senenlt whith the A 
. 4S. ; : 


P Ags chee 


eourses acd ta toute 
wyaer that fa dese 
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